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I. Summary

This document explains how to utilize the State Agency Info
Center on the Purchasing RIVIP website. The State Agency Info
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Center contains valuable purchasing information and tools for you
and your agency.

II. Setup/Sign In

In order to begin using the State Agency Info Center, you must
receive a User ID and password from the purchasing department.
Once you receive this information, you can go to
http://www.purchasing.ri.gov and click on the “State Agency Info

Center” link to sign in:

State Agency Information Center

Home

RIYIP Home Page

Info Center Mavigation
Links

Contact Us

Lugout

User Manual

= [ Micrs
| nte
| = | Explorer (T

III. Home Page

Once you have logged into the system, you will see the Home
Page. This page contains general information about the State
Agency Information Center.

IV. Navigation


http://www.purchasing.ri.gov/
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Once you have logged into the system, you can find information
by clicking the et |ink and viewing the Info

Center Navigation Page. This page contains a tree-structure that
simplifies organization and navigation:

- @{? m@@]@ n§n@

. DIVISIO“ L Piirchases
State Agency Information Center

Info Center Navigation

RI¥IP Home Page LEGEND

E = PDF File @ = Excel File % = Web Link Q = Search y = Data Entry
Info Center Mavigation I m
Links Expand all Collapse all

H % ‘Web Posting
e (e # *® Tools/Searches

H A Communications

Logout

# de RISAIL How To's [ Tips
= [\ Fules & Procedures
User Manual

A. Web Posting

This section contains data entry screens that will allow you to
post information on the purchasing (RIVIP) website. Click the

next to the & ¥eb Posting root node to see the web posting
options:

= % ‘Weh Posting
&F RIDOT Addenda Posting
% Post Grant Information
Grant Posting User Guide

RIDOT Addenda Posting - This function is for authorized

RIDOT persons to be able to add addenda to state agency bids
handled by central purchasing.

Post Grant Information - This function is for authorized grant

data entry personnel only. Click the Grant Posting User Guide for
more information.

B. Tools/Searches
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This section contains tools (online searches) that will be useful to
you. Click the # next to the # ¥ Tools/Searches root node to
see the tools/searches options:

=1 %% Tools/Searches
Q, Authorized Agents
Q Buyers/Commuodity Codes
Q Commodity Codes
Q Master Price Agreements
(3, Purchase Orders
(3, RIVIP Wendors
(3}, DBE Catalog
(3, W8 Mason Orders
(4, Purchase Cards

Authorized Agents - This search allows you to look up
authorized agents by agent name, fund, or department:

Authorized Agent Search

Search CHteria - Please select some criteria and click *Search’.

Authorized
fgent Mame: I Ii
Title: I

FUMD MAME o DERPARTMEMT LAST MAME | FIRST MAME TITLE

Enter an authorized name, title or select a fund and/or

department and click the button. The spreadsheet will
then be loaded with the search results:
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Authorized Agent Search

Search Critera - Please select some cHterda and click "Search’.

Authorized

Agent Mame:

Title: I

Fund: I

DEparm G I ADMIPISTRATICON

15 Authorized Agents Found

=
=

FUMD H&ME

10 Ganeral
1

10 General
2

10 General
3

10 General
4

10 General
5

el

&2

&3

&3

&3

&3

Wiew In Excel
Click on a last name for authorized agent details.

CEPARTMEMT

LAST MAME

ADMIMISTRATION BLAZER

ADMIMNISTRATION BRIGHT

ADMIMNISTRATION CARCIERI

ADMIMNISTRATION CEMBROLA

ADMIMNISTRATION COLLARC

FIRST MAME

STEVEM

LOUISE

DOMALD

JOSEPH

FRAME

TITLE

ACCOUMTIMG
SUPERVISCOR

CHIEF ©F
BUSIMESS

GOMERMOR

ASSOCIATE
PERSOMMEL

INTERMAL
AUDIT

[

Double-click a column header to toggle sort ascendingfdescending.

Click on a last name to view the details for a particular authorized

agent:
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Authorized Agent Detail

Approval Date: 217 /2004
Last Mame: COLLINS First Mame: THOMAS
Fund: 10 - General
Department: GE - ADMINISTRATION
Titlet CHIEF INFORMATION OFFICER
Category A - Payment Forms
Audit Motice: o From Sequence:
Inwaice Header Entry Form: [Ng To Sequence:
Emp. Adw. % Exp Report: i
Direct Pay: i
Additional Sequences:
Category B - Accounting Forms
Fund Transfer: Mo From Sequence:
Journal Entry: N To Sequence:

Additional Sequences:

Category C - Miscellaneous Forms

Trawvel Request: Ypsg From Sequence:

Report of Surplus: Yes To Sequence:
Repott of Fised Asset: Yasg
Repott of Equip Acquired: Yas
Office Supplies Order Farm: Yes

Additional Sequences: ¥*SEE BOOK
Purchase Eequisitions: [&i From Sequence:
To Sequence:

Additional Sequences:

The authorized agent search results can be loaded into Excel by

clicking the “1E# InExcel [ink - This will open Excel within your
browser with the data in the Excel spreadsheet where it can be
manipulated:
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B_| C [ D] E [ F [ & ] H
1 | FUND FUND MARE DEFPT DEFPARTMEMT LASTMAME FIRST MAME - TITLE
T2 | General -] AOMIMISTRATION © AuthorizedAger STEVER ACCOUMTIMG SUFERYISOR
AL General =] ADMIMISTRATION  AuthorizedAger LOUISE CHIEF OF BUSINESS SERYICES
A General =] ADMIMISTRATION © AuthorizedAger DOMALD GOYERMOR
T H | General =] ADMIMISTRATION * AuthorizedAger JOSEPH ASS0CIATE FERSOMMEL ADMIMISTRATOR/EEMEFITS
"B |m General =] ADMIMISTRATION @ AuthorizedAger FRAMNK INTERMAL AUDIT MAMNAGER
7 jm General =] ADMIMISTRATION © AuthorizedAger THOMAS CHIEF INFORMATION OFFICER
8 |m General E2 ADMIMISTRATION @ AuthorizedAger MERRILL FURCHASING COORDINATOR
9 {m General =] ADMIMISTRATION © Authorizedfger LAWREMCE STATE COMTROLLER
10 | General =] ADMIMISTRATION © AuthorizedAger HELEM ASSISTAMT BEUSIMNESS MANMAGEMENT OFFICER
11 fm General =] ADMIMISTRATION - Authorizeddger PETER SUFPERYISOR OF FINAMCIAL MAMNAGEMEMNT REFORTING
12 |42 Centres ] ADMIMISETRATION © AuthorizedAger LINDA CHIEF IMPLEMEMTATION AI0E
13 {m General 1] ADMIMISTRATION - Authorizedfger JOHM SUFPERYISOR OF FINANCIAL REPORTIMG
14 |48 Centres 4] AOMIMISTRATION © AutharizedAger SAMNDY TELECOMMURMICATION SFECIALIST
15 | General 4] ADMIMISTRATION © AutharizedAger KEMMETH CHIEF OF STAFF

Buyers/Commodity Codes - This search allows you to look up
buyers for a particular commodity code, class or description. You
can even perform a lookup by buyer name:

Buvyer/Commodity Search

Please entar a 3 or 5-digit commodity code or keyword(s)
and click "Search” to view Buyer/Commodity assignments.

Class or

Class/Trem: I Ii

Keyward(s]: |m|}{er

BUYER LAST MAME BUYER FIRST MAME [(CLASS DES

Enter a commodity code class/item or keyword(s) and click

to view the buyer/commodity assignments:
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Buyer/Commodity Search

Please enter a 3 or 5-digit commodity code or keyword(s)
and click "Search® to wview Buyer/Commodity assignments.

Clazz ar

Class/Ttern: I Ii

Keyward(s): |mixer

15 Buyer/Commodities Found

Yiew Buyer Phone Directory Wiew In Excel

BUYER FIRST M&ME [CLASS CES

1 Cowell Jahn 591 &3 Reducers (In-Line, Warm Gear, Right s
2

Angle, Parallel, Bevel, Mixer, Shaft
Harriz Steve oz0 27 Feed Millz and Mizers

3 Harriz Steve 0zo 24 Sail Misers and Samplers

Harriz Steve £35 40 Paint Conditioners, Mizers, Shakers, and
Tinting Machines

"'1'
5 Harriz Steve 755 10 Aszphalt Distributors, Levelers, Mixers,

Crack Sealing Equip., etc, (See 755-40 ;I

el = E
Double-click a column header to toggle sort ascending/descending.
The search results displays the assignments. There is also a link
to the Buyer Phone Directory.
The buyers/commodity codes search results can be loaded into
Excel by clicking the &% INE=c2l jink  This will open Excel
within your browser with the data in the Excel spreadsheet where
it can be manipulated:
A [ B [c [ o] E
1 BUYER LAST MAME EUYERFIRST MAME - CLASS ITEM - DESCRIFTION
2 | Cowell Johkn B3l B3 Reducers [In-Line, worm Gear, Right Angle, Farallel, Bewel, Mizer, Shaft Mount, Screw Conveyar]
3 | Harriz Steve 020 27 Feed Millz and Mixers
4 | Harris Steve 0zn 24 Soil Mixers and Samplers
F | Harris Steye B35 40 Faint Conditioners, Mizers, Shakers, and Tinking Machines
E | Harriz Steve THE 0 Azphalt Qistributars, Levelers, Mivers, Crack Sealing Equip., ete. [See TR5-40 for Tools)
7 | Harriz Steve ThE a0 Concrete Mizers
2 | Harris Steye TER a7 Mlimers, Lime Slurry
9 | Harris Steve 923 12 Asphalt Qistributars, Levelers, Mikers, ete. Maintenance and Repair
10 |Harriz Steve 929 0 Concrete Migers, Maintenance and Fepair
11 | Hil Lisa 045 &1 Mixers, Food [Household Types)
12 |Hill Lisa an3 45 Music Systems and Components: Amplifiers, Mivers, Preamplifiers, Tuners, Turntables, etc.
13 | Miller Alma a6 Dough Mizers
14 | Miller Alma B8 02 Elenders, Food Cutters, and Mizers
15 |Roche Linda 175 az Stirrers, Blenders, Homogenizers, Mizers and Shakers
16 | Rache Linda 430 19 Denzity Gradient Equipment: Fractionators, Misers, ete,
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Commodity Codes - This search allows you to look up
commodity codes and commodity code descriptions. You can
start by either entering a keyword or selecting a commaodity code
category:

Commodity Code Search

Select & commodity code group, enter keyword(s), and click the search button. You can also
perform a Class Search.

Search by Keyward: |

Comrmodity Code Categories

01 - Administrative, Financial. and Management Services

02 - Agricultural Equiprment and Related Products and Services

03 - Arts, Crafts, Entertainment, Theatre

04 - Automotive Products, Wehicles, and Services

05 - Building Equipment, Supplies. and Services

& - Clathing, Textiles, Laundry Equipment, and Supplies

07 - Communication Equipment and Services =]

Search |

Once a category or keyword is entered, click ﬂl. Ifa
category is all that is selected, the list of classes will be displayed
for that category. In this example, we selected 04-Automotive
Products, Vehicles, and Services:

=% Division of Purchases

v

Commodity Code Search Results

Major Group |Class (Description

04 055 |AUTOMOTIVE ACCESSORIES FOR AUTOMORBILES, EUSES TRAILERS TRUCKS, ETC.

o4 0ed  AUTOROTIVE AMD TRAILER MAINTEMANCE ITEMS AND REFAIRREFLACEMENT PARTE

o4 0es  AUTOROTIVE AMD TRAILER BODIES, ACCESSORIES, AND PARTE

o4 070 AUTOROTIVE WEHICLES AMD RELATED TRANSFORTATION EGQUIFMENT [INCLUDING TRAILERE]
04 075  |AUTOMOTVE SHOP EQUIPMENT AND SUPFLIES

04 110 |BELTS AND BELTING: AUTOMOTIE AMD INDUSTREAL

04 @05 |FUEL, OIL, GREASE AND LUERICANTS

04 BE63 [TIRES AND TUBES

10
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From this page you can click the description field for a particular
class to view its Items. In this example, we selected Tires and
Tubes:

Cc-mmodlty Code Search Results

pany Mame

Major Group [Class e |Description

04 BE3-03  [Tires and Tubes, Aircraft

04 863 -05  [Tires and Tubes, Passenger Wehicles

04 2EZ-08  [Tires and Tubes, Motoroycle

104 263 -07  [Tires and Tubes, Light Trucks

104 BE3- 10  [Tires and Tubes, Medium Truck and Bus

104 BE3- 15  [Tires and Tubes, Off-Road Equipment

04 BEZ-20  [Tires and Tubes, Farm Tractor and Implement
04 BE3-25  [Tires and Tubes, Industrial

04 BE3 - 42 Flap= and O-Rings, Tire

04 B3 - BS Recapped/Retreaded Tires [Sees Class 928 if Recspping/Retreading Own Tires a5 3 Service|

When searching by keyword, the search results will only list item
level detail. You can combine category and keyword in your
searches. This will search for a keyword only in a particular
category.

Master Price Agreements - This search allows you to look up
MPA information. The MPA Search page contains a variety of
search criteria:

MPA Search

Please enter criteria and click search to view MPAs matching your criteria or leave
the fields blank to view all MP&s. You can also browse MPAs by Category.

PP Bumibaer: I

M Description:

|computer

Buyer Last Mame: I

“endor Mame: I

Last Updated Within: | - I

Clear All Fields

Enter your criteria and click the
results will be displayed:

button, and the search

11
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Click on the MPA number to view the MPA awards,

There are 6 MPAs Meeting the Following Criteria

|search Field |criteriz
kAP A Eid Description EBegin End Oate |Buyer Wnalysis  |Last
Humber  [Murmber D=te Info Upd=ted
(a0 E01218  |Cormputer and Prirter Maintenance 252002 [TA21/2005 |[Roche Ty Seans2003
(25 COMPUTER HARDWARE 1401/2004 110532172006 |Roche 1202372004
101 EO1507  |[Computer Paper AAS2003  FE12005 (Coweell 32004
a7 Cormputer Products - Apple 1141/1334 110532172005 Roche 1208/2004
(230 EOE7T33  |Computer Tech Support/Sys FAS2004  BRA0S2007  (Christy Ty Ef1 152004

WnalysisiProgramming Swos.

229 BOZ775  |Computer Training Services SMAT2004 Q202008 (Moyniban SHE2004

The MPA Search Results page displays the MPAs that met your
criteria. The clicking bid number will link to the bid information
associated with the MPAs, and clicking the MPA number will
display the awarded vendors:

on of Purchases
MPA Awards

250 - Computer and Printer Maintenance
Click on the award number to wiew the vendor award.

wowmrd Murnber endor Na e Cornments
ESMO0251133 Thie Apex Technology Group, Inc.
ESMO0251143 Digital Support Corporation

ESMO0251143 Mortheast Laser Image Of Mews England, Inc.
E2MO0251143 Mortheast Laser Image

EEMO0251152 Ten Corp, The Technology Execution Metwork

Click on the award number to view the price agreement.

12
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Purchase Orders - This search allows you to look up purchase
order information. The purchase order search page contains a
variety of search criteria:

art_m_en' of. Adr

: ivision of PurchaSes
YENDOR SIGN IN PO Search

Home

Enter at least PO Mumber, Yendaor Mame, or lssued Date criteria and click the search button.

General Information Tao select multiple list items, hold the <SHFT> ar =CTRL> key and select with the mause.

¥endor Center PO humber: | Release # I—

Bid/Grant Opportunities PO Status:

Yendor Name: I
(I Select Al

PO Description: I

ARTIAL RECEIPT POType: [Al Types <]

PO Amount == - I_ PO Amount == : I

Agreements (MPAs) Date lssued On Drlﬂ'ﬂ B/2003 ] Date lzsued On ar IDEII.'DUQDD.:] ]
After: Bef

Efore:

RI Department of

Transportation

Purchase Orders

Agency Mame: IOFFICE OF THE LIEUTEMANT GOWERMOR - COMS j

State Agency Info -
Search I Clear All Fields |

Center

You must at minimum enter criteria for PO Number, Vendor
Name, or Issued Date range. Once your criteria is entered, click

the button, and the search results will be displayed:

13



StateAgencyInfoCenter.Doc Revised Date: 8/20/2004

RIVIP State Agency Info Center Documentation

q'" Division n of Purchases
PO Search Results

Click on an open market PO or @ master blanket release to get PO Payment infornation from
the RIPAY wabsite. Click on a master blanket header to wiew its releases. Click on the bid #
to obtain bid information for this PO. Click on the " in the BM column to view the blanket dates.

There are 13 POs Meeting the Following Criteria
Search Field Criteriz

FO Status CAMCELLED, CLOSED, COMPLETE RECEIFT, PARTIAL RECEIFT,
SENT TO VEWDOR

Izsued Date Onor 11012520032

wfter
I=sued Date Onor 08452004
Eefore
gEncy OFFICE OF THE LIEUTENANT GOVERHNOR - COMNS
FO # Rel [Status Description Wrnourt Wendor Mame Bid gency |==ued EibaA
& MNurnber D=te
134002305030 |SENTTO  [COPY MACHINE D.00 SANIN OFFICE OF THE  [11M8/2003 |7
ENDOR |MAINTEMAMCE CORFPORATION LIEUTEMANT
GOWERMOR -
CONS
134002333520 |CLOSED |[CLOCKS SEY.4T [COASTTO COAST OFFICE OF THE  [12/31/2003 N
SPECIALITY LIEUTEMNANT
WOWERTISIMNG GOWERNOR -
CONS
134002375230 |[CLOSED |RHODE ISLAND 27500 |ATLANTIC FLAG & OFFICE OF THE (2252004 [N
STATE FLAGS EAMMER LIEUTEMANT
GOWERMOR -
CONS
134002321630 |CLOSED |REGISTRATION 40000 |COUNCIL OF STATE OFFICE OF THE  [miz2004 N
FEES GOWERNMENTS LIEUTEMNANT
GOWERNOR -
Get Acrobat® COMNS
Rea er‘}'g 13A002352270  |CLOSED |PRINTER 2B2.53 |NORTHEAST LASER OFFICE OF THE 332004 N
CARTRIDGES IMAGE OF ME INC LIEUTEMANT
& GOVERNOR -
CONS
I NG Gl N N T e I S T e i

The PO Search Results page displays the purchase orders that
met your criteria. The “"BM” column is a blanket master indicator
field displaying a Y(Yes) or N(No). Clicking on the 'Y’ for a
blanket master will display additional information about the
blanket master:

% e 4 uj-‘
ﬂ D|v sion of Purchases

PO Blanket Informatlon

Irformation Yalue
PO Mumber 1300290503
PO Blanket Dates 10/01/2003 - 06/30/2007

Clicking on the PO # field for a blanket master will display release
details for that master blanket:

14
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i g L e ; :
YENDOR SIGR TN PO Releases for: 13A00290503

Home

Click on the bid number to obtain bid information related to this purchase order.

General Information There are 1 Releases For This Purchase Order
FO # Rel |Status  |Description Wrnount Vendor Namme Bid Agency lssued E
¥endor Center # Huribear Date
1zA002905021  [CLOSEDCORY MACHINE BEq.E0[SANVIN CFFICE OF THE 111972002 M
tAAIMTENANCE CORFORATION LIEUTEMANT
Bid/Grant Dpportunities GOVERNOR - CONS

Clicking on a blanket master release or an open market purchase
order will take you to the RIPAY website and display invoice
information:

G | State of Rhode Island Payment Information
A ;;j B RIPAY Website
RIPAY

PO Payment Search

Home Search Criteria - Please enter a valid State of Rhode Island purchase order.

* purchaze Order #: Release #:
Search For PO On
General Information 13400250603 f1 Purchasing Website

1 Invoice Found

PO Payment Search

Purchase Order #: 13A00290503 Release #: 1
Municipal ACH PO Description:  COPY MACHINE MAINTENANCE
Payments Agency Mame: LT GOVERNOR
Check Number wendor Mame: SAYIN CORPORATION
Search PO Status: CLOSED
Contact Wiew Other POs For This Wendaor igw Payment Staterment Wiew In Excel

NUMBER DATE AMOUMNT STATUS NUMBER
27891 71442003 £951.50 PAID 12/4/2003 247633

INVOICE INVOICE INYOICE INVOICE PAID DATE CHECK

RIVIP Vendors - This search allows you to look up vendors
that have registered on the Purchasing RIVIP website. This
search requires an additional login. The following search
criteria can be entered to find a vendor:

15
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F \| M bl il
YENDOR SIGN IN Vendor Lookup

Home Fleaze select the appropriate criteria for your search and click '‘continue'.

Uze the <TAB= to move between fields,

RI¥IP Yendor ID: I VYendor Hame: I
SSHIFIN & I Comm Code: I

CC Description:

General Information

Yendor Center

Bid/Grant Opportunities 51313=| Iwelding
Business Type: B ~ | DBE Product Desc:
Agreements {(MPAs) w IA” Business Types J I
RIVIP Status: IAdive vI
Purchase Orders
ComEE:E LS Cantinue I Feset |
IAII Business Types j

WAl Busin VOB S
Disabled Owned Businesses
binority Ovwned Businesses
Business types include: [*¥omen Owned Businesses

Active j
All Status T

Debarred
RIVIP Statuses include: |=uspended

o . Continue ]
Once criteria has been entered, click and you will see

the search results:

16
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StatelofRbode 1=l

Vendor Lookup Results

any Hame

ENDOR SIGN OUT ) ) o
There are 153 Vendors Meeting the Following Criteria

fo C Search Field Criteria
My ¥IP Info Center Cornm Code Desc el ding
RIVIP Status Wzt e

Home
Click on the Yendor Name for details.

General Information

‘endor Hame RISAlL|[State| Cortact Name Phone Murmber RI'IP (R
Status
¥Yendor Center |4 & King Us= Inc. N NV |Hesther King 702-388-8334 Fuctive
1 & A Building & Construction Inc. M I Sam Catalano A401-231-3065 Widive
Public Bid Opportunities \Wbco Welding Supply T R Jon Keilubn 401) 732-2320 WWictive
080 weelding & Boiler Works, Inc. N I Christopher Riggs 401) 7325222 Witive
Wero Plurnbing & Hesting Ine. T Rl Michael . St Martin 401-751-8880 Wctivve
RI Department of 4 rite ke, Ime. N M2 |Jay Kapur 508 532-5035 Wctive
Transportation Wir Liquide Arnerics Corporstion M Fao |John Aeearachoney E-10-233-2060 Wctivve
W harmbrs Building Co., Ine. T Rl Oorna Giles A01) 461-2050 Wctive
1l State Boiler & Construction, Inc. i CT [Tim Foley 8E0) E7E-0872 Wctive
State Agency Info [al= Auta Part= N Rl |Albert Scialo Mo1-942-1617 lctive
. Wrnerican Indian Welding Company ] Rl Lzwrence H. Stanton A401-234-5376 Wotive
Center rmerican Millwright ne. N RI [Mewt 7. Whipple 401-7EE-2019 Active
Wrnerican Millwright Inc. ] Rl Frank Hvizdos S0S-871-0050 Wiotive
Quasi-Public / VWurnerican Welding Co., Inc. ] Rl Eric Gresns d01-221-7186 Wiotive
Winion Met) Inc M MY |Chris Mallouras 718-802-2310 Widive
Municipalities larden Engineering Constructars, Inc. Y Rl  |Ken Demers 401-727-3500 WActive
\rrove Paper Equiprment Rertal & Sales N CT |Garry Weiss 2E0-447-1621 Witive
Agreements {(MPAs) 1t &7 Fonstruc‘tion M Rl Aostin Thorpe 40152301583 Ac‘l?ve
Wilartic Contral Swsterms Ine. T Rl James Grundy 401) 234-1560 Wctivve
Wustornotive Resoarces, Inc. M A |Stewe Delany T03) 353-E265 Wctivve
Purchase Orders E=rk= Building Cormpany, LIc H Rl Christopher Larmbert d0-1-261-9800 Eetive
Eedros H. Dil=izian M rA  |Bedros H. Dilsizian EA7-924-2175 Wctive

The vendor lookup results page displays the vendor name, a
Yes/No flag explaining whether or not the vendor exists in
RISAIL, the state, contact name/phone, RIVIP status, and flags
for Disabled(D), Minority(M), and Women(W) owned businesses.

***Remember vendors that exist on the Purchasing/RIVIP website may
or may not exist in RISAIL. Conversely, vendors that exist in RISAIL may
or may not exist on the Purchasing/RIVIP website. (The reason for this
is that there are some vendors who bid and are never awarded. There
are also vendors who are awarded and never bid.)

Detailed vendor information can be retrieved by clicking on the
vendor name:

17
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wa DIVISIO“ of Purchases

Vendor Information

Contact Information

Mame Jon Keiluhn

Title Manager

Phaone {401) 7322920

Fax 4017324180

Ernail jonkeiluhniggabcodelivers.com
Vendor Address Infor mation

Company Mame Abco Welding Supply
Subsidiary/Division

Address 231 Jefferson Blvd
Address 2

City Warwick

State RI

Zip Code 028853818
Country usA

Mailing Address Information

Address

Address 2

City

State

Zip Code

Country

Comrmodity Code Infor mation

hajor Classittem|Description
Sroup
05 o5 - 14 |Abrasives, Coated: Cloth, Fiber, Sandpaper, etc.
05 005 - 42 |Abrasives, Solid: Wheels, Stones| eto.

18
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DBE Catalog - This search allows you to look up
products/services offered by disability business enterprises
(DBEs). The DBE Catalog Search page contains a variety of
search criteria:

. -m" Dn.rlsmn Sl Purchaces

VENDOR SIGN IN DBE Catalog Search

Fleasze select the appropriste criteria for your search and click 'continue’.
ze the <TAB=> to mowve hetween figlds.

Categony: |Search All Categories =

Comm Code: I—

Description: IlD h sted

VYendor Hame: I

Continue I Resetl

Enter your criteria and click the button, and the

search results will be displayed:

- DIVISIO“ of Purchasés vy
DBE Catalog Product Llstlng

There are 1 Products Meeting the Following Criteria

|search Field |Critaria

|Descrip{ion hobster
lVendor Mame |Produc:t 10 |Pr0duc‘t MName |Descrip‘tion |Size |Unit Frice |Unit Of hMessure
[Test Campany Name | TEMOOO01 |Lobsters 1-1 144 |b. [Fresh native lobsters fram kI | .93 LE

Click on the product ID to view the product details (which may
include an image of the product):
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YENDOR SIGN IN DBE Product Information

fennE Product Inforrmation
. Product 1D ITEMOODOO1

General Information

Product Mame Lobsters 1-1 1/4 Ih.
vendor Center Description Fresh native lobsters from RI

Style
Bid/Grant Opportunities Design

Size
Agreements {(MPAs) “Wariety

Unit Price $6.99
Purchase Orders Unit of Measure LB

Image

Contact Us

Agencyibunizipal Only

State Agency Info Center

Quasi-Public/Municipal

WB Mason Orders - This search allows you to look up order
line information for orders placed with WB Mason. The WB
Mason Order Search page contains a variety of search criteria:

; i
D|V|5|on of Purchases

joeagency !

State Agency Information Center
WB Mason Order Search

Search Critera - Please select some criteria and click “Search®.

Bill Period: I ,I Bill Month: |12.l'2|3|34 l Ordered By I :I
Info Center Navigati Order Dats Order Dats Order
L (ST (RS On ar After: EOn or Before: E Mumber:
Links Fund: I LI

Agencyi (5 ADMINISTRATION x|

Contact Us Line Item I—
S Matural &ccount: I 'I Cost Canter: I

No WB Mason Orders were found with this criteria.

Home

RI¥IP Home Page

Logout

User Manual

I h
Enter your criteria and click the button, and the search

results will be displayed:
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State Agency Information Center
WB Mason Order Search

Search Criteria - Please select some criteria and click "Search’.

Eill Periad: I vI Eill Maonth: |12.l'2EIEI4 vI Orderad By I j
Info Center Mavigati Crder Datel == Order Date I - Orderl

LIS} (R RS Ie e <n or After: jOn or Before: j Humber:

Links Fund;: I LI Search
Agency: |53 . ADMNISTRATION x|

Contact Us Line Item l—
Seai Matural Account: I 'l Cost Center: I

50 WB Mason Order Lines Found

RI¥IPF Home Page

Logout

wiew In Excel

User Manual DEBIT/
CREDIT
12/2004 954068 7/30/2004 Loretta i0 =15 11351081 634310 00:00000 ($52.33) -
1 Rego
12/2004 1055642 10/12/200: Jan i0 =15 10001021 634410 00:0000C $268.80
2 Pelletier
122004 1074655 10/22/200¢ Jan i0 =15 10001021 634410 00:00000 $282.18
3 Pelletier
1272004 1078635 10/25/200¢ Robert 10 &2 11151021 631750  00:0000C $126.85
4 Farlay
5 122004 1076635 10/25/200¢ Robert ia &2 11251022 631750 0000000 $246.24 «
4 3
LLBE

Double-click a colurmn header to toggle sort ascending/descending.

The search results displays the order lines. The order lines in the
search results can be loaded into Excel by clicking the

wiew In Excel jink. This will open Excel within your browser with

the data in the Excel spreadsheet where it can be manipulated:

A B C D E F G H | J K L 14
EILLING | ORDER | ORDER | ORDERED LINEITEM | NATURAL | COST DEEITY FUND | AGENCY | FISCAL
1 | PERIOD HUMEER:  DATE BY FUND ;| AGEHCY : SEQUENCE ; ACCOUNT | CENTER | CREDIT | HMAME NAME § YEAR
122004 954065 FA30/2004 Loretts Rego |10 68 11351081 634310 Q0:0000000 5259 Genersl | ADMINIST 2005
7 000 RATION
© |1zzooe 1055642 10/12/2004 | Jan Pelletier |10 |63 10001021 | 634410 00:0000000 | 926880 Genersl | ADMINIST 2005
3 000 RATION
© |1zzo04 1074653 1042272004 | Jan Felletier |10 |63 10001021 | B340 00:0000000 | $282.1% General | ADMINIST 2005
4 000 RATION
T |1zzo04 1078635 10/25/200¢4 | Robert 1w e 11151021 831750 00:0000000 | $126.85 General | ADMINIST 2005
5 Farley 000 RATION
T |1zzo04 1078635 10/25/200¢4 | Robert w s 11251022 |£31750 00:0000000 | 824624 General | ADMINIST 2005
E Farley 000 RATION
T |1zzo04 107677 10/25/2004 | Frances m e 10451021 | B340 00:0000000  $557.11 Gemeral | ADMINIST 2005
7 Cirille 000 RATION
T |12z004 1076767 10/25/2004 | Frances m s 10451021 | B340 00:0000000 [$1.44) General | ADMINIST 2005
g Cirille 000 RATION
T [1ziz004 1032667 10/28/2004 | Jan Pelletier |10 |63 10001021 | 63440 00:0000000 965313 General | ADMINIST 2005
g 00 RATION
I RFY- 1085268 117152004 Jan Pellstier 10 68 10001011 | 634410 00:0000000  $111.50 Genersl | ADMINIST 2005
10 000 RATION
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Purchase Cards - This search allows you to look up JP Morgan
Purchase Card transactions. The Purchase Card Search page
contains a variety of search criteria:

State Agency Information Center

Purchasing Purchase Card Search

Search Criteria - Please select some criteria and click "Search’.

searting Po<t 712005 e ErdnaPest [rgzo0s e Sl |
Info Center Navigation Cardholder: I LI Marchant: I
Links Fund: | =l E
-Agency: I LI
Contact Us (L EEE I— Iﬁ I—
Seq: Matural Account: Tl Cost Center

Info Center Home

Logout

User Manual

I h
Enter your criteria and click the i button, and the search
results will be displayed:

Purchase Card Search

Search CHteria - Please select some criteria and click "Search’'.

o T e ol (T T s .
Cardholder [ F] Merchers |

Fund: I LI -
I Search
Agency: |65 - ADMINISTRATION [

Line Iterm

Seq: I Matural Account: I LI Cost Center I

20 Purchase Card Transactions Found

Wiew In Excel

7/5/2005  &20ADY THE ADWERT 10 | &8 10001011 639410 0 £375.00 a
1 TIMES ADMIM —
7/5/2005  &8BTRY MARRIOTT TRAVEL 10 &8 10651031 639160 0 $342,00 —
2 CRO
7/5/2005 680000 MATL MCMAH: 10 | &8 10001011 634990 0 $250.00
3 STATES  CBO,
7/5/2005 680000 AMTHOMY DELSAM 10 68 10001011 634990 0 $£79.00
4 CHOQUETT CBO,
s 7/5/2005  63CTRW HOLIDAY TRAVEL 10 &8 15051011 639160 0 $144.|:u:|_|;|
4| | b
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The search results displays the transactions which can be loaded

link. This will open Excel

D E

F

G |

J

K

L

M

il

1] P

]

R

S

[+ 1

FOST § CONTROL
DATE GROUF

MERCHANT
HakE

CARD
HOLDER  FUND

AGENCY

LINE
ITERA
SEQ

HNATURAL
ACCOUNT

COsT
CENTER

TRANS
AbdOUHT

SALES TaX | TRAVELER
AbAOUNT § NARE bR,

MERCHANT
hCC

FUND
DESCRIFTION

DERARTMENT
HahiE

| & |

7

TIEFE00T EBR0ADN

TiSiZ005 BRETRY

TiEFE005 EE0000

TiEFE005 EE0000

TiEAE005 BECTRY

TiEAE005 BECTRY

TiEAE005 BECTRY

THE TIMES
tARRIOTT
NATL STATES
GEOGRAPHIC IN
ANTHONY
CHOQUETTE
HOLIDAY IHHE
DELTA

DELTA

ADWERTI 10
SING,
TRAWEL, (10
CED
bAChAH 10
OWCEQ,
DELSANT 10
0CcED,
TRAWEL, (10
CED
TRAWEL, (10
CED
TRAWEL, |10

[

[

10001011

10651031

10001011

10001011

15051011

15051011

13051011

E33H0

E33160

E34330

E34330

E33160

E33160

E33160

1}

1}

1}

$375.00

$342.00

$250.00

$79.00

#144.00

$601.00

$601.00

44| ¢ | ¢ PurchaseCards

C. Communications

$0.000

$0.00|0

$0.00|0

$0.00|0

$0.00|0

$0.00|0

$0.00|0

5192

3503

86393

274

35M

3058

3053

General

General

General

General

General

General

General

A0 INISTRATION

A0 INISTRATION

A0 INISTRATION
A0 INISTRATION
A0 INISTRATION
A0 INISTRATION

A0 INISTRATION

I>IJﬂ

This section contains tools ( online searches) that will be useful to
you. This section contains memos, notices, and instructions from
the Division of Purchases that can be easily downloaded and

printed. Click the # next to the ¥ A

to see the communications options:

= A Communications
Adrinistrative &pproval Letter
Year End Instructions

Administrative Approval Letter -

authorized agent responsibilities.

Year End Instructions -

D. Documents and Forms

Commmunications

Fiscal year transition tables
and guidelines for the most current fiscal year.

root node

Approval requirements and

This section contains purchasing documents/forms applicable to
state agencies that can be easily downloaded and/or printed.

This section also contains a link to the forms section of the

Accounts and Controls website. Click the = next to the

# |g] Documents and FOrms oot node to see the documents and
forms options:

= Docurnents and Forms

9

=
=

Datalogic Budget Request
Master Blanket Change
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Datalogic Budget Request - MS Excel form required for
Datalogic supplemental services requests.

Master Blanket Change - MS Excel form for master blanket
change requests.

Purchasing Complaint - Not yet available.

Request for Legal Counsel - Not yet available.

E. RISAIL How To’s / Tips

This section contains RISAIL/Buyspeed technical instructions and
procedures for state agencies. Click the & next to the

+ 4k RISAIL How To's /TIPS root node to see the instructions
which are broken out into multiple categories:

=l de RISAIL How To's f Tips
# 3 Training Manual
H [ Fequisitions
'@ Receiving
# | Purchase Orders
4 4 Reports
H | Approvals
4 4 Payments
| Tips & Tricks
H [ Other

Training Manual - This section will contain the RIAIL training
documentation which includes sections for Accounts Payable,
General Ledger, and Purchasing. These documents are currently
unavailable.

= [ Training Manual
®
®
®

Requisitions - This section contains PDF documents containing
instructions for requisitioning leased space, legal services, or
vehicles:

= Requisitions

'@ Leased Space
¥

T vehices
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Receiving - Information on how to perform receiving operations
within Buyspeed & RISAIL

'@ Receiving

Purchase Orders - This section contains PDF documents
containing instructions for performing a change order, closing a
blanket purchase order release or establishing a mastet blanket
for leased space:

= 4 Purchase Qrders

Change Order
Close Blanket PO

Leased Space Master Blanket

Reports - This section contains PDF documents on how to run
reports within Buyspeed/RISAIL. Specific reports include those
on class summary, MPA Usage, Multi-Vendor MPA, PO Account,
and Vendor Lookup:

= 4 Reports
Class summary
MP& Llsage
Multi-vendor MP2&,
FO f Account
Yendor Lookup (QRE)

Approvals - This section is not yet available.
= [ Approvals

X
X

Payments - This section contains information on how to enter
ACH payment categories within Buyspeed & RISAIL.
= 4 Payments

T acH

Tips/Tricks - This section contains PDF documents containing
useful information for using Buyspeed and RISAIL more
effectively.
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= Tips & Tricks

Spnproval Hell
Decimal Places

Other - This section contains PDF documents containing
information on additional operations within Buyspeed/RISAIL.

=4 Tther
= 4 Higher Education
University/College Encumbrances
RICAP 2 Asset Protection
RICAP
Sign Language
Datalogic MPA

Find MP& Items

F. Rules and Procedures

This section contains general purchasing instructions and
procedures for state agencies. Click the & next to the

# [N Rules & Procedures oot node to see the rules and
procedures options:

= [l Rules & Procedures
Dveryiew

H [ State Purchasing Law
“w Rules & Regulations

# 4 Procedures
X
X

Overview - PDF presentation of Purchasing law, regulations,
and procedures.

State Purchasing Law - RI general law and information
including a link to 37-2 Rhode Island General Law:

=l State Purchasing Law

P RI General Law
®

Rules & Regulations - Rules and Regulations Published per RI
General Law 37-2.

Procedures - Small Purchase, MPA, and other procedures.
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= 4 Procedures = |
= Workflow
x
= 4 Approvals
= [ State &pprovals
% Specific Projects

Authorized Agents
X

'@ Administrative Approvals
=l 4 Small Purchazes

T Procedures
»

= 4 MP& Purchases
X

X

X

% Sign Language
Datalogic

x

V. Help

The m link on the State Agency Info Center main menu links to the most
recent version of this document in PDF format. You must have Adobe Acrobat

Get Acmhat;l\(
Reader installed on your workstation to view PDF files. The le—neadere 7] jing
on the State Agency Info Center main menu will take you to the Adobe
website where the reader can be downloaded for free.

VI. Links

Important purchasing-related website links can be accessed by clicking the
hyperlink on the State Agency Info Center main menu:
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Info Center Links

Expand All Collapse All
Legend
% = Web Link

= ¥ State of RI Wehsites
i RIPAY
“w Accounts 8 Contrals
¥ Secretary of State
% General Assembly
? Budget Office
A4 DoIT Documents
) Deaf & Hard of Hearing
% Disability Business Enterprise
i1 RI Government Information
B Find-1t 11
%% DOA Staff Directory
on-Line Ordering
W Grainger
™ WB Mason
= 4 Other Links
% Prevailing Wage Tables

i Bl

VII. Conclusion
This concludes the materials for the state agency info center. We

hope this documentation will be helpful in preparing your
department staff to utilize this new on-line resource.
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